Apr)

This Notice Exgires ‘:éé%#%§% 1;;2
- Approved For Releasé 20027 T CIA= - 000100490, .- -

RECORDS AND CORRESPONDENCE

, 7 FE¢2 Z°L
CIA RECORDS DESTRUCTION POLICY

STAT Rescission: dated 7 September 1976

Reference :

1. This notice informs CIA employees of the requirements that must
be met before Agency records may be destroyed. In a letter to the DCI
dated 21 December 1977, the Chairman of the Senate Select Committee on
Intelligence noted in part that the "moratorium" on destruction of
intelligence and investigative records originally requested by the Senate
had expired and therefore, "all agencies maintaining records pursuant to
the moratorium may return to normal records destruction policies."

The requirements of the Agency's “"normal records destruction policies"
are outlined in this paragraph, and procedures are presented in
paragraph 2. These requirements and procedures are effective upon
publication of this notice; however, certain aspects of destruction
approval are being worked out with Congress. Therefore, no records

may be destroyed until publication of a second notice authorizing
such destruction.

a. The United States Code, Title 44, Chapter 33, Disposal of
Records, defines "records" as including "all books, papers, maps,
photographs, machine readable materials, or other documentary
materials, regardless of physical form or characteristics, made
or received by an agency of the United States Government under
Federal law or in connection with the transaction of public
business and preserved or appropriate for preservation by that
Agency or its legitimate successor as evidence of the organization,
functions, policies, decisions, procedures, operations, or other
activities of the Government or because of the informational
value of data in them." (44 U.S.C. 3301)

b. Federal records may not be destroyed without prior
authorization by the Archivist of the United States. The
Archivist authorizes destruction by signing Standard Form 115,
Request for Records Disposition Authority, which identifies
series of related records and specifies the time for thejr
destruction. Within the Agency, CIA Form 139, Records Control
Schedule, which includes additional detail, is used to implement
the dispositions approved on SF 115. Copies of SF 115 and
Form 139 are provided to the Senate Select Committee on
Intelligence at least 60 days prior to their implementation.

c. Other considerations are of equal importance in deciding
whether to destroy CIA records. These considerations include
legislation such as the Freedom of Information Act and the
Privacy Act, litigation such as federal antitrust suits and

1 "Records " include documents, whether in "soft" files or "official" files, that deal with record matters aa defined
above and are not marely duplicates of official racord coplaa filad elsewhare in the Agency; records mlao Include such
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personal lawsuits, and matters under investigation by the
Department of Justice or Congress. Although records subject
to legal or investigative requirements are identified when a
requirement arises, it is necessary to ensure that they are
not inadvertently destroyed. Therefore, before destroying
any Agency records, whether on paper, magnetic tape, film,

or other recording media, it must be determined that there

are no actual or impending legal or investigative requirements
for the records.

2. The Agency Records Management Officer (Chief, Information Systems
Analysis Staff, DDA), in coordination with other Agency officials, is
responsible for ensuring that CIA records are properly maintained and
destroyed in accordance with the above requirements. To ensure compliance,
the following steps must be taken:

a. Before destroying any records, each employee must consult
the component Records Management Officer (RMO) and the custodian
of the records to verify that the records are scheduled for
immediate destruction on an approved Form 139, Records Control
Schedule. If the records are not scheduled for immediate
destruction, they may not be destroyed unless the Agency RMO
obtains approval to amend the records control schedule by
submitting an SF 115, Request for Records Disposition Authority,
to the Archivist of the Unijted States.

b. Records relating to pending Freedom of Information Act
or Privacy Act requests to the Agency are subject to additional
retention periods established by the Archivist and included in
the records control schedules. Normally, requested records
are duplicated in their entirety at the time of a request, and
the duplicate copies are maintained in accordance with the
retention period for the related request. However, if such
duplication is not practical, the records are instead flagged
at the time of the request, using Form 4016, Information Request
Flag, and must be segregated later from the records series at
the time the records series is being processed for destruction.
Alternatively, all records in process for destruction may be
checked against an automated index of FOIA/PA requirements.

c. It also must be determined that records being processed
for destruction are not related to actual or impending litigation
or to matters under investigation by the Department of Justice
or Congress. The initial determination will be made by the
component RMO and the custodian based on their review of the
records and on information provided by the General Counsel to
the component RMO through the Agency and directorate RMO's.

If the initial review raises any question as to actual or

impending legal or investigative requirements for the records,
authority to destroy them must be obtained by routing Form 141c,
Request for Authorization to Retain or Destroy Questionable Records,
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through the custodian and the component and directorate RMO's

to the Records Administration Branch, ISAS. The Agency RMO

will obtain the concurrence of the General Counsel prior to
approving the actual destruction of the records. (If approval
is denied, the Agency RMO must submit to the Archivist a request
for authorization to retain the records longer than originally
scheduled., )

d. Records authorized for destruction under the above
procedures still may not be destroyed until further notice.
In the interim such records will be deposited in the
"destruction holding area" at the Agency Archives and Records
Center,

3. "Library and museum material made or acquired and preserved
solely for reference or exhibition purposes, extra copies of documents
preserved only for convenience of reference, and stocks of publications
and of processed documents" are excluded from the 44 U.S.C. 3301 defini-
tion of "records" and may be destroyed when no longer needed.2

4. Questions on implementing this policy should be directed to the
component Records Management Officer.

STANSFIELD TURNER

" Director
Attachments:
1. Form 141c¢
2. Form 4016

DISTRIBUTION: ALL EMPLOYEES

o "Nen—rscords " include:

"Reading file" or "chrono” copies of correspondence that are duplicates of the racord capies (Iled In mubject or projact
filea,

"Tiekler", "follow-up", or "suspense" coplea ol correspondence.

Identical duplicate copiss of documents maintained in the seme file,
. Extra copies of printed or processed materials, official coples of which have been retained for record purposea,

Library refaronce collections of documenta produced by other agencles, where the onginatind agency ia reaponaible
tor maintaining the record copy.

Superaeded manuals and othet directives, maintained outside the office reuponsible for retaining the racord set,

Routing wlipe and tranamittal sheeta without written comment of record valua,

Dralts and stenographic maeterials which have been transcribed; reproduction materialy such as stencils, hectograph
masters, and offset plates.

Blank forma,

Cataloguas, trade journals, and similar extarnally produced publications which require no action and are not part of
# caso upon which action Is takan.

Daak calendara and notea which do not doal with recocd matters aa dailned In paragroph la above,
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NI
_ CIA RECORDS DLSTRUCTION POLICY
STAT
Rescission: dated 7 September 1976
Reference :

1. This notice informs CIA employces of the requirements that must
be met before Agency records may be destroved. In a letter to the DCI
dated 21 December 1977, the Chairman of the Scnate Select Committee on
Intelligence noted in part that the "moratorium’ on destruction of
intelligence and investigative records originally requested by the
Senate had expired and therefore, "all agencies maintaining records pursuant
to the moratorium may return to normal records destruction policies."
The requirements of the Agency's "nommal records destruction policies'
are outlined below, and procedures are presented in paragraph 2.

a. The United States Code, Title 44, Chapter 33, Disposal
of Records, defines ''records' as including "all books, papers,
maps, photographs, machine readable materials, or other
documentary materials, regardless of physical form or charac-
teristics, made or received by an agency of the United States
Government under Federal law or in comnection with the
transaction of public husiness and preserved or appropriate
for preservation by that agency or its legitimate successor
as evidence of the organization, functions, policies,
decisions, procedures, opcrations, or other activities of
the Government or because of the informational value of data
in them." (44 U.S.C. 3301)?

b. Federal rccords may not be destroyed without prior

authorization by the Archivist of the United States. The

Archivist authorizes destruction by signing Standard Form

115, Request for Records Disposition Authority, which

identifies series of related records and specifics the time

for their destruction. Within the Agency, CIA Torm 139,

Records Control Schedule, which includes additional detail,

is used to implement the dispositions apvroved on SF 115.

Copies of SF 115 and Form 139 are provided to the Senate

Select Committee on Intelligence,at least 60 days prior to .

their implementation. Z.M Hpowse Pe na meartt Coioot {are r_m\}ll’,ch y ,-r (‘
AN ‘4'/ L
c. Other considerations are of equal importance in

deciding whether to destroy CIA rccords. These considera-

tions include lecgislation such as the Freedom of Information

Act and the Privacy Act, litigation such as federal antitrust

suits and personal lawsuits, and matters under investigation

by the Department of Justice or Congress. Although records

subject to legal or investigative requirements are identificd

Do e ards " i tude docaments, whethor o " solt “fites or oftheanl T ites, thet dogl with record mattets A dofined

Above aml are not marely duplicates of oflictat rovond copira Hled claewhere in the Agency; records ala tnclnde wnch
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when a requirement arises, it is necessary to ensure that they
are not inadvertently destroyed. Thercfore, before destroying
any Agency records, whether on paper, magnetic tape, film, or
other recording media, it must be determined that there are no
actual or impending legal or investigative requirements for
the records,

2. The Agency Records Management Of[icer (Chicf, Information Systems
Analysis Staff, DDA), in coordination with other Agency officials, 1is
responsible for ensuring that CIA records arc properly maintained and
destroyed in accordance with the above requirements. To ensurec compliance,
the following steps must be taken:

a. Before destroying any records, each employee must
consult the component Records Management Officer (RMD) and
the custodian of the records to verify that the records are
scheduled for immediate destruction on an approved Form 139,
Records Control Schedule. TIf the records are not scheduled
for immediate destruction, they may not be destroyed unless
the Agency RMO obtains approval to amend the records control
schedule by submitting an SF 115, Request for Records Disposition
Authority, to the Archivist of the United Statcs.

b. Records relating to pending Ireedom of Information
Act or Privacy Act requests to the Agency are subject to
additional retention periods established by the Archivist
and included in the records control schedules. Normally,
requested rccords are duplicated in their entirety at the
time of a request, and the duplicate copies are maintained in
accordance with the retention period for the related request.
However, if such duplication is not practical, the records
are instead flagged at the time of the request, using Form
4016, Information Request Flag, and must be segregated later
from the record series at the time the record scries is being
processed for destruction. Alternatively, all records in
process for destruction may be checked against an automated
index of FOL\/PA requircments.

c. It also must be determined that records being

processed for destruction are not related to actual or
_impending litigation or to matters under investigation

by the Department of Justice or Congress. The initial

determination will be made by the component RMO and the

custodian based on their review of the records and on

information provided by the General Counscl to the compo-

nent RMO through the Agency and directorate RMO's. If the

initial review raises any question as to actual or impending

legal or investigative requirements for the reccords, authority

to destroy them must be obtained by routing Form 14lc, Request

-2-
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for Authorization to Retain or Destroy Questionable Records,
through the custodian and the component and directorate RMO's

to the Records Administration Branch, ISAS. The Agency RMO

will obtain the concurrence of the Geneval Counscl prior to
approving the actual destruction of the records. (If approval
‘is denied, the Agency RMO nmust submit to the Archivist a request
for authorization to retain the records longer than originally
scheduled.)

e
e 3, "Library and museum material made or acquired and preserved
solely for reference or exhibition purposes, extra copies of documents
: prescrved only for convenience of reference, and stocks of publications
and of processed documents'' are excluded from the 44 U,S.C, 3301 defi-
nition of "records'" and may be destroyed when no longer needed. 2

f 4. Questions on implementing this policy should be directed to the

‘ component Records Management Officer.

l

i STANSFIELD TURNER
! Director

‘ Attachments:

! 1, Form 14lc _ ’
\ 2. Form 4016

DISTRIBUTION: ALL EMPLOYEES

Y

Non-ecords " include: -
"Reading lile" or "chrono" copies of coreaapondunce that are duplicates of the record coploa [iled in subject of project

1 filow.

’ "Tickter", "feollowsup ", of "wupponae " coples ol correEpundonce,
Identical duplicate copies of documenia maintained in the xame file,

1 Extra copiea of printed or provessed matoriala, allicinl coplea of which hove hoon refalped for rocord purposes.

! Library telerence callections of ducuments produced by ather ngencics, whore the orlginating agency In reapnnnible

i tor maintaining the record copv. ) )

' Superseded manuals and other Jirectivos, maln tained outside the office responsible for retaining the record sol.
Routing slips and rransmittal sheets without written communt of record value,

' Dtafts and atenographic materials which have been transcribed; reproduction munterinla guch ua atenclls, heoclodraph

| maatern, and olfset plates,
Blank furms. '
‘ Catalogues, trade journals, aod similnr externally produced publico’” s which roguiro no aclion and are not part of

a cane upon which action fa teker. )
t Desk calendars and notesa which do nol deal with record matlera as defined in parageaph la above,

\\\ d. Records meeting the above conditions still must
not be destroyed prior to 1 April 1978. 1In the interim,
such records may be deposited in the "destruction holding

area" at the Agency Archives and Records Center.
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~ REQUEST FOR AUTHORIZATION  PERRRCTION AUTHORIZATION No. (hssigned
TO RETAIN OR DESTROY QUESTIONABLE RECORDS

TO : Chief, Information Systems Analysis staff, DDA FROM: (OFFICE DESIGNATION OF ORIGINATOR)

THRU: Component Records Management Officer
Directorate Records Management Officer
Records Administration Branch, ISAS/DDA
Office of General Counsel 2. DATE PREPARED

THE RECORDS IDENTIFIED BELOW ARE SCHEDULED FOR IMMEDIATE DESTRUCTION; HOWEVER, THEY MAY BE SUBJECT TO ACTUAL OR
IMPENDING LEGAL OR INVESTIGATIVE REQUIREMENTS. AUTHORIZATION 15 REQUESTED EITHER TO RETAIN THE RECORDS OR TO
DESTROY THEM AS SCHEDULED. THE RECORDS ARE BEING HELD PENDING RECEIPT OF AUTHORIZATION. I\F FURTHER RETENTION IS
REQUIRED, REVISED DISPOSITION INSTRUCTIONS MUST BE PROVIDED TO RECORDS ADMINISTRATION BRANCH, ISAS.

IDENTIFICATION OF RECORDS

3. OFFICE 4 SCHEDULE NO. E. ITEM HUMBER | 6. INCLUSIVE DATES 7. VOLUME (ecu. ft.)

8. PROVIDE DETAILED DESCRIPTION AND LISTING OF RECORDS AND/OR ATTACH CcoPY OF FORM 140 AND 140A, MARKED TO INDICATE
WHICH RECORDS ARE QUESTIONABLE, EXPLAIN BASIS FOR DETERMINING THAT RECORDS ARE QUESTIONABLE,

DCONTINUED ON SEPARATE PAGE

.TYPED NAME AND SIGNATURE QF CUSTODIAN OF RECORDS EXTENSION DATE

. TYFPED MAME AND SIGNATURE OF COMPONENT RECORDS MANAGEMENT EXTENSION | DATE
OFFICER

. TYPED NAME AND SIGNATURE QF OIRECTORATE RECORDS MANAGEMENT EXTEMNSION | DATE
OFFICER

AUTHORIZATION TO RETAIN OR DESTROY RECORDS

RETAIN ALL R N 12, TYPED NAME AND SIGNATURE OF GENERAL COUNSEL REPRESENTATIVE EXTENSION | DATE

RETAIN PARTIAL L2

DESTROY ALL

TYFED NAME AND SIGNATURE OF CHIEF, INFORMATION SYSTEMS ANALYSIS STAFF DATE
APPROVED

14\ PROVIDE JUSTIFICATION FOR CONTINUED RETENTION. ALSO F'RO\I-IIDE PROPOSED NEW DISPOSITION INSTRUCTIONS.

\EINDICATE UNDER SECTION 8 ABOVE WHIGCH RECORDS ARE TQ BE RETAINE

O. THOSE NOT INDICATED FOR RETENTION ARE AUTHOR-
IZED FOR IMMEDIATE DESTRUCTION.

DCONTINUED ON SEPARATE PAGE
ApprovedFor-Retease 2002085 T CIA-RDP86-00895R000100010049-0
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INFORMATION REQUEST FLAG

THIS FORM IS USED TO SAFEGUARD FROM INADVERTENT DESTRUCTION RECORDS THAT ARE INVOLVED IN FREEDOM OF INFORMATION
ACT OR PRIVACY ACT REQUESTS, LITIGATION, OR MATTERS UNDER INVESTIGATION BY THE DEFPARTMENT OF JUSTICE OR CONGRESS.
|T MUST BE FILED IN THE FRONT OF A FOLDER TO LIST ALL DOCUMENTS IN THE FOLDER RELATED TO A SPECIFIC REQUEST f{one form
for each request), OR AS A SINGLE ATTACHMENT TQ EACH INDIVIDUAL DOCUMENT. 1T MUST NOT BE REMOVED FROM THE DOCUMENT OR

FOLDER UNTIL THE RECORD SERIES 15§ DUE FOR DESTRU

CTION IN ACCORDANCE WITH APPROVED RECORDS CONTROL SCHEDULES AT

WHICH TIME DISPOSITION OF FLAGGED RECORDS WILL BE CHECKED WITH THE COMPONENT RECORDS MANAGEMENT OFFICER AND
OTHER AUTHORITIES AND WILL BE DEPENDENT ON THE STATUS OF EACH REQUEST.

TYPE OF REQUEST

PRIVACY ACT

CONGRESSIONAL INVESTIGATIONS

FOLlA

DEPT. OF JUSTICE INVESTIGATIONS

LITIGATION

MANDATORY CLASSIFICATION REVIEW

CTHER (specify)

REQUESTER

REQUEST NO.

SUBJECT OF REQUEST

DATE OF REQUEST

DOCUMENTS SUBJECT TO REQUEST - INCLUDE FILE NOQ., 5YMBOL, DATE AND SUBJECT

[[] cONTINUED ON SEPARATE PAGE

REMARKS

D CONTINUED OM SEFARATE PAGE

DATE OF COMPONENT RESPONSE

DATE APPEALED (if applicable)

DO NOT REMOVE THIS FORM FROM THIS FILE

oy 4016
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STAT

_ This Notice Expires 1 QOctober 1978
A . Approved—erRetease?ﬁg)ZiﬁﬁTS—r'ClﬁFRDPMQSROOM 00010049-0
RECORDS AND CORRESPONDENCE DRAFT

17 November 1977

CIA RECORDS DESTRUCTION POLICY

Rescission dated 7 September 1976

Reference

1. This notice informs CIA employees of the current requirements
that must be met before Agency records may be destroyed. The requirements
are outlined below, and procedures are presented in paragraph 2.

a. The United States Code, Title 44, Chapter 33, Disposal
of Records, defines 'records" as including "all books, papers,
maps, photographs, machine readable materials, or other
documentary. materials, regardless of physical form or charac-
teristics, made or received by an agency of the United States
Government under Federal law or in connection with the
transaction of public business and preserved or appropriate
for preservation by that agency or its legitimate successor
as evidence of the organization, functions, policies,
decisions, procedures, operations, or other activities of
the Government or because of the informational value of data
in them." (44 U.S.C. 3301)*

b. Federal records may not be destroyed without prior
authorization by the Archivist of the United States. The
Archivist authorizes destruction by signing Standard Form
115, Request for Records Disposition Authority, which
identifies series of related records and specifies the time
for their destruction. Within the Agency, CIA Form 139,
Records Control Schedule, which includes additional detail,
is used to implement the dispositions approved on SF 115.

c. Currently, copies of SF 115 and Form 139 are reviewed
and cleared by the Senate Select Committee on Intelligence.
Procedures are also being negotiated through the Legislative
Counsel for the Select Committee to inspect CIA records prior
to their destruction.

d. Other considerations are of equal importance in
deciding whether to destroy CIA records. These considera-
tions inciude legisiation such as the Freedom of Information
Act and the Privacy Act, litigation such as Federal antitrust
suits and personal lawsuits, and matters under investigation
by the Department of Justice or Congress. Although records
subject to legal or investigative requirements are identified

1
"Racords™ inzlude documenta, whether in "soft” files or "official™ files, that deal with record
patters as defined above and are not mersly duplicates of official record copies filed elsewhers in
the Agency; records also include such things as sppointment calendars, diaries, and notes if they

desl with a2 i tove, X
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when a requirement arises, it 1s necessary to ensure that they
are not inadvertently destroyed. Therefore, before destroying
any Agency records, whether on paper, magnetic tape, film, or
other recording media, it must be determined that there are no
actual or impending legal or investigative requirements for
the records.

2. The Agency Records Management Officer (Chief, Information Systems
Analysis Staff, DDA), in coordination with other Agency officials, 1s
responsible for ensuring that CIA records are properly maintained and
destroyed in accordance with the above requirements. To ensure compliance,
the following steps must be taken:

] a. Before destroying any records, each employee must

consult the component Records Management Officer (RMO) and

the custodian of the records to verify that the records are
scheduled for immediate destruction on an approved Form 139,
Records Control Schedule. If the records are not scheduled

for immediate destruction, they may not be destroyed unless

the Agency RMO obtains approval to amend the records control
schedule by submitting an SF 115, Request for Records Disposition
Authority, to the Archivist of the United States.

b. Records relating to pending Freedom of Information
Act or Privacy Act requests to the Agency are subject to
additional retention periods established by the Archivist
and included in the records control schedules. Normally,
requested records are duplicated in their entirety at the
time of a request, and the duplicate copies are maintained in
accordance with the retention period for the related request.
However, if such duplication is not practical, the records
are instead flagged at the time of the request, using Form
4016, Information Request Flag, and must be segregated later
from the record series at the time the record series is being
processed for destruction. Alternatively, all records in
process for destruction may be checked against an automated
index of FOIA/PA requirements.

c. It also must be determined that records being
processed for destruction are not related to actual or
impending litigation or to matters under investigation
by the Department of Justice or Congress. The initial
determination will be made by the component RMO and the
custodian based on their review of the records and on
information provided by the Genmeral Counsel to the compo-

" nent RMO through the Agency and directorate RMO's. 1f the
initial review raises any question as to actual or impending
legal or investigative requirements for the records, authority
to destroy them must be obtained by routing Form 141c, Request

-2~
Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0




~ RECORDS AND cORRreyesiiRelease 2002/08/15 : CIA-RDP86-00895R000100010049-0

for Authorization to Retain or Destroy Cuestionable Records,
through the custodian and the component and directorate RMO's

to the Records Administration Branch, ISAS. The Agency RMO
will obtain the concurrence of the General Counsel prior to
approving the actual destruction of the records. (If approval
is denied, the Agency RMO must submit to the Archivist a request
for authorization to retain the records longer than originally
scheduled.)

d. Records meeting the above conditions still must not
be destroyed if they have not been cleared for destruction
by the Senate Select Committee on Intelligence. Such records
may be deposited in the "destruction holding area' at the
Agency Archives and Records Center pending Select Committee
Review.

3. '"Library and museum material made or acquired and preserved
solely for reference or exhibition purposes, extra coples of documents
preserved only for convenience of reference, and stocks of publications
and of processed documents' are excluded from the 44 U.S.C. 3301 defi-
nition of 'records" and may be destroyed when no longer needed. ?

4. Questions on implementing this policy should be directed to
the component Records Management Officer.

John F. Blake
Acting Deputy Director of
Central Intelligence

Attachments:
1. Form 141c
2. Form 4016

DISTRIBUTION: ALL EMPLOYEES

2 L L et

Non=recorda™ include:

“Reading file" or “chrono® copies of correspondence that are duplicates of the record copies filed
in gnbieat or praject files.

"Ticklar, 1261 low-ap" , or "suspense® copies of curreapondence.

.Tdentical duplicate copies of documents maintained in the sane file.

Extra copiss of printed or processed matarials, official copies of which have heen retained for
TeciTd PUrpoles.

Superssded manuals and other directives, maintained outside the offices reaponaible for retaining
the record seti. -

Routing slips and transzittal sheets without written coameat of record ¥alue,

Drafts and stenographia materials which have baen transcrited; reproduction materials such as
atencils, hectograph masters, and offset platea.

Blauk forms.

Catalogue=, trade Jjournals, and other externally produced puplications which regquire no action
and are not part of a case upon which action is taken,

Desk calendars and notes which do not deal with record matters ap defined in parageaph la above.
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WHICHW RECCRES AR

CoESTIONABLE,

THERU: Componznt Records
r).ira:L01aL.f' Records
Eacords Administratio e
CGifice of Gensral Coun =
THE BEECCROEICENTIAIED BELOW ARE &2 LED FORIMMEDIATE Z .
PP THDING LESAL D7 ETIGATIVE THORIZATION 1T - - oo
CESTROY THEM AZ 5Z¥ HLED. THE = N
RECQCUIREDR, REVISED DIZPOSITION INGTRUCST S
5. GFFICE €. IMCLUSIVE GATES .
&, FROVICE DETAILED LESCRIFTION AND LISTING CF REC LTTACH IoDY CU FORM 122 4D VAL, - T

SXRPLAIN EALEIE THAT FrECCRDS ARE QUESTIONABLE.

ARPPROVZD

.

FED NAME AND SIGNATURE CF CUSTODl AN CF RECORES H
]
1
! '
£ AND SIGNATURE OF GOt NT RECCORDS MANAGEMENT : ;
AME ANT = ST DROE MANAGEMENT SXTE LZa.z
AUTHORIZATION TO =
| Feveow aLe (RS E> AND SIGNATURE CF GENERAL COUNSEL REFALZS ATIVE -
- - ]
T _ H
i AETAN FarTiaL \E i
!:537=:Y AtL ‘. .
13, TYFED NAME AND S GNATURE GF CHIEF, INFORMATION SYSTEMS ANALY SIS STAFF .

3 g -
4.\ rrovicE JusT:

F EPOSITION (\' v
\2 1NTICATE UMDER 5ECTIGN 8 ASSVE WHICH RECGRDS ARE 76 ES RETAINED. THOSE NOT INBICATED FL—P R
TZED FOCR MY EDIATE DESTRUCTION.

Du.»:"rwu*o =4

- 77‘ 1410

Approved For Release 2002/08/15 T CTA-RDP86-00895R0001000T004%-0




INFORMATION REQUEST FLAG

THIS FORM 1S USED TO SAFEGUARD FROM INADVERTENT DESTRUCTION RECORDS THAT ARE INVOLVED IN FREEDOM QOF INFORMATION
ACT OR PRIVACY ACT REQUESTS, LITIGATION, OR MATTERS UNDER INVESTIGATION BY THE DEPARTMENT OF JUSTICE OR CONGRESS.
IT MUST BE FILED IN THE FRONT OF A FOLDER TO LIST ALLL DOCUMENTS IN THE FOLDER RELATED TO A SPECIFIC REQUEST (one form
for each request), OR AS A SINGLE ATTACHMENT ToO EACH INDIVIDUAL DOCUMENT. IT MUST NOT BE REMOVED FROM THE DOCUMENT OR
FOLDER UNTIL THE RECORD SERIES IS DUE FOR DESTRUCTION IN ACCORDANCE WITH APPROVED RECORDS CONTROL SCHEDULES AT
WHICH TIME DISPOSITION OF FLAGGED RECORDS WiL.L. BE CHECKED WiTH THE COMPONENT RECORDS MANAGEMENT OFFICER AND
OTHER AUTHORITIES AND WILL BE DEPENDENT ON THE $STATUS OF EACH REQUEST.

TYPE OF REQUEST

PRIVACY ACT CONGRESSIONAL INVESTIGATIONS OTHER (specify)
FOLA DEPT. OF JUSTICE INVESTIGATIONS
LITIGATION MANDATORY CLASSIFICATION REVIEW
REQUESTER REQUEST NO.
SUBJECT OF REQUEST DATE OF REQUEST

DOCUMENTS SUBJECT TO REQUEST - INCLUDE FILE NO., SYMBOL, DATE AND SUBJECT

D CONTINUED ON SERPARATE PAGE

REMARKS

D CONTINUED ON SEFARATE PAGE

DATE OF COMPONENT RESPONSE DATE aPPEALED (if applicable)

DO NOT REMOVE THIS FORM FROM THIS FILE
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S, This Notice Expires 1 October 1978
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~13 September 1
CIA RECORDS DESTRUCTION POLICY
STAT  Rescission: dated 7 September 1976
/{:,C—( Ve ’
1. ‘this notice informs CIA employees of the current requirements

that must be met before Agency records may be destroyed. The requirements
are outlinred below, and procedures are presented in paragraph 2.

#. The United States Code, Title 44, Chapter 33, Disposal
of Records, defines "records" as including "'all books, papers,
maps, photographs, machine readable materials, or other
documentary materials, regardless of physical form or charac-
teristics, made or received by an agency of the United States
Government under Federal law or in comnection with the
transaction of public business and preserved or appropriate
for preservation by that agency or its legitimate successor
as evidence of the organization, functions, policies,
decisiocns, procedures, operations, or other activities of
the Government or because of the informational value of data
in them." (44 U.S.C. 3301) 4

b. Ffederal records may not be destroyed without prior
authorization by the Archivist of the United States. The
Archivist authorizes destruction by signing Standard Form
115, Request for Records Disposition Authority, which
]dﬂnilflus series of related records and specifies the time
for their destruction. Within the Agency, CIA Form 139,
Records Control Schedule, which includes additional detail,
is used to implement the dispositions approved on SF 115.

¢. Currently, copies of SF 115 and Form 139 are reviewed
and cleared by the Senate Select Committee on Intelligence.
Procedures are also being negotiated through the Legislative
Counsel for the Select Committee to 1nspect CIA records
prior to their destruction.

d. Other considerations are of equal importance in
deciding whether to destroy CIA vrecords. These considera-
tions include legislation such as the Freedom of Information
Act and the Privacy Act, litigation such as Federal antitrust
suits and personal lawsuits, and matters under investigation
by the Department of Justice or Congress. Although records
subject to legal or 1nyest1gat1ve requ1rements are identified

IGE LLHH Sl
\—r~rw'\'r'+ 7(#[7! 2 b 5*-5'5( N A o er g d
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when a requirement arises, it is necessary to ensure that they
are not inadvertently destroyed. Therefore, before destroying
.any Agency records, whether on paper, magnetic tape, film, or

other recording media, it must be determined that there are no

actual or jmpending legal or investigative requirements for
the records.

2. The Agency Records Management Officer (Chief, Information Systems
Analysis Staff, DDA), in coordination with other Agency officials, is
responsible for ensuring that CIA records are properly maintained and
destroyed in accordance with the above Tequirements. To ensure compliance,
the following steps must be taken: ‘

4. Before destroying any records, each employee must
consult the component Records Management Officer (RMO) and
the custodian of the records to verify that the records are
schediiled for immediate destruction on an approved Form 139,
Records Control Schedule. If the records are not scheduled
for immediate destruction, they may not be destroyed unless
the Agency RMO obtains approval to amend the records control
.schedule by submitting an SF 115, Request for Records Disposition
Authority, to the Archivist of the United States.

b. Records relating to pending Freedom of Information
Act or Privacy Act requests to the Agency are subject to
~additional retention periods established by the Archivist
and included in the records control schedules. Normally,
requested records are duplicated in their entirety at the
time c¢f a request, and the duplicate copies are maintained in
accordance with the retention period for the related Trequest.
However, if such duplication is not practical, the records
are instead flagged at the time of the request, using Form
4016, Information Request Flag, and must be segregated later
from the record series at the time the record series is being
processed for destruction. Alternatively, all records in
process for destruction may be checked against an automated
index of FOIA/PA requirements. .

c. It also must be determined that records being
processed for destruction are not related to actual or
impending litigation or to matters under investigation
by the Department of Justice or Congress. The initial
determination will be made by the component RMO and the
custodian based on their review of the records and on
information provided by the General Counsel to the compo-
nent RMO through the Agency and directorate RMO's. If the
initial review raises any question as to actual or impending
legal or investigative requirements for the records, authority
to destroy them must be obtained by routing Form 141c, Request

-2-
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for Authorization to Retain or Destroy Questionable Records,

through the custodian and the component and directorate RMO's

to the Records Administration Branch, ISAS. The Agency RMO

will obtain the concurrence of the General Counsel prior to

approving the actual destruction of the records. (If approval

is deujed the Agency RMO must submit -an-SE-335 to the

Archivis _seqaestingwauthorlzatlon-éefaeenﬁinued~£eten$13nd4o vedp i Ve

-Q-é—thﬁ—'?@@gl:dns-.-} a vy weet Lo y([yv\//f; Lrmg £~ -{’/\l"’ﬂ
Tene) e s —/ /
d. Records meeting the above conditions still must L fom
not be destroyed if they have not been cleared for destruc-

tion by the Senate Select Committee on Intelligence. Such

records may be deposited in the "destruction holding area"

at the Agency Archives and Records Center pending Select

Committee review.

3. Library and museum material made or acquired and preserved
solely for reference or exhibition purposes, extra copies of documents
preserved only for convenience of reference, and stocks of publications
and of processed documents are excluded from the 44 U.S.C. 3301 defi-

nition of "records" and may be destroyed when no longer needed. 3 ML

4. Questions on implementing this policy should be directed to ,M -
the component Records Management Officer. , T

[ L.
P Reeale o o
2N MNpe it e’ w.cf:'f{/( U

John ¥. Blake
Acting Deputy Director of
Central Intelligence

Attachments:
1. Form 141c
2, Form 4016

DISTRIBUTTON:  ALL EMPLOYEES
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HIT OL?‘!:.GINAL AND 4 CCPIES TO I1SAS

*‘ . “REQU APPTOURIAPT RS ase ROARI0E/5 - CIA-RDPST-Q%%QOOEIOQO‘-IDQA%%om NO.(Assigned
TO RETAIN OR DESTROY QUESTIONABLE RECORDS

TO : Chief, Information Systems Analysis Staff, DDA

J

) FROM: (OFFICE DESIGNATION OF QRIGINATOR)
THRU: Component Records Management Officer

Directorate Records Management Officer

Records Administrat_i_p_n Branch, ISAS/DDA

Offlc_e-of Genei_—a“l—comsel - 2. DATE FREFARED

THE RECORDS IDENTIFIED BELOW ARE SCHEDULED FOR IMMEDIATE DESTRUCTION: HOWEVER, THEY MAY BE SUBJECT TO ACTUAL OR
IMPENDING LEGAL OR INVESTIGATIVE REQUIREMENTS. AUTHORIZATION IS REQUESTED EITHER TO RETAIN THE RECORDS OR TO
DESTROY THEM AS SCHEDULED. THE RECORDS ARE BEING HELD PENDING RECEIPT OF AUTHORIZATION. |F FURTHER RETENTION IS

REQUIRED, REVISED DISPCSITION INSTRUCTIONS MUST BE PROVIDED TO RECORDS ADMINISTRATION BRANCH, ISAS.

ADENTIFICATION OF RECORDS

4 SCHEDULE NO. |5 1TEM NUMBER |6 INCLUSIVE DATES 7. VOLUME (cu. f+.)

B. PROVIDE DETAILED DESCRIPTION AND LISTING OF RECORDS AND/GR ATTACH COPY OF FORM 140 AND 140A, MARKED TO INRICATE
WHICH RECORDS ARE QUESTIONARLE. EXPLAIN BASIS FOR DETERMINING THAT RECORES ARE QUESTICNABL E.

J:] CONTINUED ON SEFPARATE PAGE

o

. TYRPED NAME AND SIGNATURE OF CUSTODIAN OF RECCRDS EXTENSION CATE

10. TYPED NAME AND S:GHNATURE OF COMPONENT RECORDS MANAGEMENT EXTENSION DATE
OQFFICER -

11. TYPED NAME AND SIGNATURE OF DIRECTORATE RECORDS MANAGEMENT EXTENSION DATE
OFFICER

"AUTHORIZATION TO RETAIN OR DESTROY RECORDS

SETAIN ALL W1 12, TYPED NAME AND SIGNATURE OF GENERAL COUNSEL REPRESENTATIVE — EXTENSION |DATE

RETAIN FaARTIAL \1:2 [,

DESTROY ALL

e 13. TYPED NAME AND S!GNATURE OF CHIEF, INFCRMATION SYSTEMS AMALYSIS STAFF
APPROVED

DATE

14\ FROVIDE JUSTIFICATICN FOR CONTINUED RETENTION. ALSO PROVIDE PROPOSED NEW DISBOS|TION INSTRUCTIONS.

© "\ZINDICATE UNDER SECTIGN € ABOVE WHICH RECORDS ARE TO BE RETAINED, THOSE NOT INDICATED FOR RETENTION ARE AUTHO &-
1ZED FOR IMMEDIATE DESTRUCTION.

DCDNTINUED ON SEFARATE PAGE

ForM | 410 ‘ Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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INFORMATION REQUEST FLAG

THIS FORM 1S USED TO SAFEGUARD FROM INADVERTENT DESTRUCTION RECORDS THAT ARE INVOLVED IN FREEDOM QOF INFORMATION
ACT OR PRIVACY ACT REQUESTS, LITIGATION, OR MATTERS UNDER INVESTIGATION BY THE DEFARTMENT OF JUSTICE OR CONGRESS.
IT MUST BE FILED IN THE FRONT OF A FOLDER TO LIST ALL DOCUMENTS IN THE FOLDER RELATED TO A SPECIFIC REQUEST (one form
for each request), OR AS A SINGLE ATTACHMENT TO EAGCH INDIVIDUAL DOCUMENT. IT MUST NOT BE REMOVED FROM THE DOCUMENT OR
FOLDER UNTIL THE RECORD SERIES IS DUE FOR DESTRUCTION IN ACCORDANCE WITH APPROVED RECORDS CONTROL S5CHEDULES AT
WHICH TIME DISPOSITION OF FLAGGED RECORDS WiLL BE CHECKED WITH THE COMPONENT RECORDS MANAGEMENT OFFICER AND
OTHER AUTHORITIES AND WILL BE DEPENDENT ON THE STATUS OF EACH REQUEST.

TYPE OF REQUEST

PRIVACY ACT | CONGRESSIONAL INVESTIGATIONS CTHER (specify)
FOlA DERT. OF JUSTICE INVESTIGATIONS
LITIGATION M.ANDATDRY CLASSIFICATION REVIEW
REQUESTER REQUEST NO.
SUBJECT OF REQUEST DATE OF REQUEST

DOCUMENTS SUBJECT TO REQUEST - INCLUDE FILE NO., SYMBOQL, DATE AND SUBJECT

D CONTINUED ON SEPARATE PAGE

REMARKS

D CONTINUED ON SEPARATE PAGE

DATE OF COMPONENT RESPONSE DATE APFEALED (if applicable)

DO NOT REMOVE THIS FORM FROM THIS FILE
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; - CIA RECORDS DESTRUCTION POLICY e i

A _ .

STAT - Rescission: dated 7 September 1976 g

1. This notice informs CIA employees of the current requirements
that must be met before Agency records. ,na ' ¢eam be destroyed.  The
Tequirements are outlined below, and procedures are presented in. '
paragraph 2.

' The Unlted States Code, Title 44, Chapter 33,

Disposal of Records, defines "records" as including a1l

books, papers, maps, photographs, machine readable materials,

or other documentary materials, regardless of physical L ’
form or characteristics, made or received by an agency of. -
~ the United States Govermment under Federal law or in con- -
nection with the transaction of public business and preserved
. or appropriate for preservation by that agency or its :
legitimate successor as evidence of the organizatjon,
-functions, policies, decisions, procedures, operations, .

or other activities of the Government or because of the
informational value of data in them." (44 U.S5.C. 3301)

b. Federal records may not be destroyed without prior
authorization by the Archivist of the United States. The.
Archivist authorizes destruction by signing Standard Form .
115, Request for Records Disposition Authority, which
1dent1f1es series of related records and specifies the time.
for their destruction. Within the Agency, CIA Form 139,
Records Control Schedule, which includes additional detail,
is used to implement the dispositions approved.on SF 115.

c. Currently, copies of SF 115 and Form 139 are - - _
reviewed and cleared by the Senate Select Committee on - golect
. Intelligence, and-the House-Select-Committee on Assassi- ’) ! '
natiens: Procedures are also being negotlated through ! _Lp~ g -
““the Leglslatrve Counsel for thﬁ&&;mmmnrtteeyfto inspéect _ 1wkH#Fﬁ“£
CIA records prior to their destruction, {Fer—infermav '
tional purposes, copies of .these forms are also provided. e
to—the-Government - Information-and-frdividuat-Rights o
Subeemmlttee of the House- Commlttee on Government OperatlonJ )

d. Other con51deratrbns are of equal 1mp0rtance in _
deciding whether to destroy CIA records. -These considera-
“tions include legislation such as the Freedom of Information

Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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T
Act and the Privacy Act, litigation such as Federal antitrust
suits and personal lawsuits, and matters under investigation -
by the Department of Justice or Congress. Although records
subject to legal or investigative requirements are identified
*when a requirement arises, it is necessary to ensure that they
are not inadvertently destroyed. Therefore, before destroying.
any Agency records, whether on paper, magnetic tape, film, or
-other recording media, it must be determined that there are no .
- actual or impending legal or investigative requirements for the
records. ' : S . B

- '2.-'The Agency Records Managemeht Officer (Chief, Infofmation_Systems
Analysis Staff, DDA), in coordination with other Agency officials, is -
Tesponsible foreensuring that CIA records are properly maintained and

destroyed in accordance with the above requirements. To ensure compliance,::
the following steps must be taken: . ' o -
. a. Before destroying any records, each employee must . ..

consult the component Records Management Officer (RM0) and

the custodian of the records to verify that the records: ;

are scheduled for immediate destruction on an approved - .- ¢ - 0
- Form 139, Records Control Schedule. If the_records are . wc ¢

- not scheduled for immediate destruction,(giﬁF-lls, Request .. . *
for Records Disposition Authority, must-be-submitted to '
the Archivist of the United States, by—the-Agency RO,

b. Records relating to pending Freedom of Information - _
Act or Privacy Act requests to the Agency are subject to o e
additional retention periods established by the Archivist 'TQMpW‘G“
and included in the records control schedules. Normally, n .
requested records are duplicated“dt the time of & request, -
and the duplicate copies are maintained in accordance with o
the retention period for -the related request. However, if such

. . . . . . : \b)
duplication is not practical, the records are instead B ﬁﬂnﬁo
flagged at the time of the requestyand musthé.segregate&“\-uwh1Twwkwﬁtn
later from the record series at the time the record series ‘ﬁﬁL;y¢ Fiefd.

- 1s being processed for destruction. Aldarnxhiely , all pecods
T oh pirosees foe dretruction may be ‘ckukw_( Annimat pm avtomated wlat o Fa/‘*—/
C. It also must be determined that 4/ records being _"eqh%uha
processed for destruction are rot related to actual or ‘ ‘“ﬂ;&'
' impending litigation or to matters undér Investigation
. by the Department of Justice or Congress. = 7
. {The __  1initial detemination will be made by the component
. RMO and the custodian based on their review of the records
and on information provided by the General Coumsel to the
component RMO through the Agency and directorate RMO's.

Ap[l)rO\-led For Release 2h0%)-210811_5 : CIA-RDP86-00895R09010001004'9-0 '
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R
- If the initial review raises any question as to actual or =
impending legal or Anvestigative requirements for the records,
authority to destroy them must be obtained by routing Form 14lc,
;Request for Authorization to Retain or Destroy Questionable Records,
through the custodian and the component and directorate PMO's
to the Records Administration Branch, ISAS. The Agency MO . . -
- will obtain the concurrence of the General Counsel prior s T
to approving the actual destruction of the records,  (If A

P-4

-

- approval is denied,,afSF 115 must~be—submitted- to the Archivist,
requesting authorization for continued retention of the Tecords. )

= d. Records meeting the above conditions Still must not’ be -
destroyed if _they have not been cleared for destruction by the
: '-‘_____'_S;_(_a_r_;._:-_;l:g____S_g_]_.(_a_c_:_t_:_c_q@i_t_tee on Intelligence. Such records may be

' _depositéd in the "destruction holding area" at the Agency Archives T
_ ______'_E_i_y_l_dp_h{{_g_qgr_d__s_ Center pending Select Committee.review. e
3. . ‘Library and museum material made or acquired and

———preserved solely for reference or exhibition purposes, extra

————copies of documents preserved only for convenience of reference,
_ and stocks of publications and of processed documents are .
——excluded from the 44 U.S.C. 3301 definition of "records" and
may be destroyed when no longer needed. - '

*.

. ¥ o . .
#e 8. Questions on implementing this policy should be directed to -
“yeus component Records Management Officer. ‘

- b Biake A
ketingy  Deputy Director of Central Intelligence -
Attachments: '
1. Form /#1¢c -

2. Form Yoi6 - o - - | L
DISTRIBUTION: ALL EMPLOYEES o
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CIA RECORDS ‘DESTRUCTION POLICY

STAT

Rescission: dated 7 September 1976

1. This notice informs CIA emplpyees of the current requirements
that must be met before Agency records ~_*can be destroyed. The

requirements are outlined below, and procedures are presented in.
paragraph 2. :

a., The United States Code, Title 44, Chapter 33,
Disposal of Records, defines '"records' as including "all
books, papers, maps, photographs, machine readable materials,
or other documentary materials, regardless of physical
form or characteristics, made or received by an agency of
the United States Govermment under Federal law or in con- -
nection with the transaction of public business and preserved
or appropriate for preservation by that agency or its
legitimate successor as evidence of the organization,
functions, policies, decisions, procedures, operations,
or other activities of the Government or because of the
informational value of data in them." (44 U.S.C. 3301)

b. Federal records may not be destroyed without prior
authorization by the Archivist of the United States. The
Archivist authorizes destruction by signing Standard Form
115, Request for Records Disposition Authority, which
identifies series of related records and specifies the time
for their destruction. Within the Agency, CIA Form 139,
Records Control Schedule, which includes additional detail,
is used to implement the dispositions approved on SF 115.

¢. Currently, copies of SF 115 and Form 139 are
reviewed and cleared by the Senate Select Committee on

lect
- Intelligence and the House Select Committee on Assassi- ‘>I%W“’?oob o~
nations. Procedures are also being negotiated through U
the Legislative Counsel for these committees to inspect lethge
CIA records prior to their destruction. (For informa- i;;g

tional purposes, copies of these forms are also provided
to the Govermment Information and Individual Rights
Subcommittee of the House Committee on Government Operations.)

d. Other considerations are of equal importance in

deciding whether to destroy CIA records. These considera-
tions include legislation such as the Freedom of Information

Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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Act and the Privacy Act, litigation such as Federal antitrust
suits and personal lawsuits, and matters under investigation
by the Department of Justice or Congress. Although records
subject to legal or investigative requirements are identified
when a requirement arises, it is necessary to ensure that they
are not inadvertently destroyed. Therefore, before destroying
any Agency records, whether on paper, magnetic tape, film, or
other recording media, it must be determined that there are no
actual or impending legal or investigative requirements for the
records. ) - '

: 2. The Agency Records Management Officer (Chief, Information Systems
Analysis Staff, DDA), in coordination with other Agency officials, is
responsible for ensuring that CIA records are properly maintained and
destroyed in accordance with the above requirements. To ensure compliance,
the following steps must be taken: :

-a. Before destroying any records, each employee must
consult the component Records Management Officer (RMO) and
the custodian of the records to verify that the records:
are scheduled for immediate destruction on an approved
Form 139, Records Control Schedule. If the records are
not scheduled for immediate destruction, aySF-115, Request
for Records Disposition Authority, must be submitted to
the Archivist of the United States by the Agency RMO.

b. Records relating to pending Freedom of Information
Act or Privacy Act requests to the Agency are subject to
additional retention periods established by the Archivist . Vhew
and included in the records control schedules. Normally, W
requested records are duplicated¢5E#EHE*EEEE76T'5_?EQGE§ET//
and the duplicate copies are maintained in accordance with
the retention period for-the related request. However, if such

"y
P

o
duplication is not practical, the records are instead , ﬁvw\ﬁo\)
flagged at the time of the requestyand must be segregated “— us™1 A
later from the record series at the time the record series e T
is being processed for destruction. Auemahicly, all jocods e
o procees fre dratruction. may be chicked aqninst am avtsrmalerd vnde o Fouy,,

¢. It also must be determined that 4 records being e‘“vubv
processed for destruction are not related to actual or m“#&

impending litigation or to matters undér investigation

by the Department of Justice or Congress. © _ .
(The . - initial determination will be made by the component

RMO and the custodian based on their review of the records

and on information provided by the General Counsel to the

component RMO through the Agency and directorate RMO's.

Approved For Release 2002/08/15 ; CIA-RDP86-00895R000100010049-0
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If the initial review raises any question as to actual or

impending legal or investigative requirements for the records,.
authority to destroy them must be obtained by routing Form 14lc,
Request for Authorization to Rétain or Destroy Questionable Records,

through the custodian and the component and ditrectorate RMO's

to the Records Administration Branch, ISAS. The Agency RMO

will obtain the concurrence of the General Counsel prior

to approving the actual destruction of the records. (If
approval is denied, a]SF 115 must be submitted to the Archivist,
requesting authorization for continued retention of the ‘records.)

3. ____ ‘Library and museum material made or acquired and
preserved solely for reference or exhibition purposes, extra
copies of documents preserved only for convenience of reference,
_ and stocks of publications and of processed documents are ‘

- ————excluded from the 44 U.S.C. 3301 definition of '"records" and
—————may be destroyed when no longer needed.

W
e Z. Questions on implementing this policy should be directed to
“yreur component Records Management Officer.

J le\/‘p_ T: CRY .4 &

—

Actiney  Deputy Director of Central Intelligence

Attachments;
1. Form /#1e -
_2_. Form i(“_/ﬁ___ . : ]

DISTRIBUTION: ALL EMPLOYEES
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SUBIT ORIGINAL oy U LoPies TD [SAS o

- H = . 'aﬂmﬂanom NO. (Assigned
s REQUETTOR AT or RoPos prassi -

. TO RETAIN OR DESTROY QUESTIONABLE RECORDS
TO : Chief, Information Systems Analysis Staff, DDA FROM: (eseten PRSGNATION o oAt

THRU: Component Records Management Officer
Directorate Records Management Officeér
Records Administration Branch, ISAS/DDA
Office of General Counsel '_"

THE RECORDS IDENTIFIED BELOW ARE SCHEDULED FOR IMMEDIATE, DESTRUCTION; HO\'.T\?EVER, THEY MAY
BE SUBJECT TO ACTUAL OR IMPENDING LEGAL OR INVESTIGATIVE REQUIREMENTS. AUTHORIZATION L
| IS REQUESTED EITHER TO RETAIN THE RECORDS OR TO DESTROY THEM AS SCHEDULED. THE RECORDS b
ARE BEING HELD PENDING RECEIPT OF AUTHORIZATION. IF FURTHER RETENTION IS REQUIRED, ;
_REVISED DISPOSITION INSTRUCTIONS MUST BE PROVIDED TO RECORDS ADMINTSTRATION BRANCH, ISAS. .
\ ' IDENTIFICATION OF RECORDS ' ’
5. oFFICE . 4. SCHEDULE NO. |5 ITEM NUMBER | 6. INCLUSIVE DATES 7. VOLUME'i(c;.::'fr.)

2. DATE PREPARED'

8. PROVIDE DETAILED DESCRIFTION AND LISTING OF RECORDS AND/OR ATTACH CoPY of FormM 147 AND 140A - EXPLAIN BASIS FOR
d

PETERMINING THAT RECORDS ARE QUESTIONAE, E .
MAWKEE TO JAD IcATE

Whyrih S TopRLs TPE

VATE T S,

seamee P |
. [] conTinuED ON REVERSE
TIPTD NAMR AND SIGRATURZ OF CUSTODIAN OF REGORDS . EXTENSION. DATE
-I T . .
o TYPED NAME AND SIGNATURE OF COMPONENT RECORDS MAMAGEMENT EXTENSION DATE
e " OFFICER
I = i :
’///‘"--j/’,/_' it 11, TYPED NAME AND SIGNATURE OF DIRECTORATE RECORDS MANAGEMEN EXTENSION DATE
A ./% OFFICER _ i
,;C'_////ﬂ’/’_. 4 - . ’ .
o, ‘ .
= e FTAIAL OR
s : RE . “
AUTHORIZATION TORDEST.ROY RECORDS
Reray Ay, & |12s TYFED NAME AND SIGNATURE OF GENERAL COUNSEL REPRESENTATIVE  |EXTENSION Texkye 777
RETAMN FMM..E;?._
UEITREY Akd :
13, TYPED NAME AND SIGNATURE OF CHIEF, INFORMATION SYSTEMS ANALYSIS STAFF | DATE
\ A i
APPRDNED -
. f'ﬂopoién

Thgr1d PROVIDE UusTIFIATION ¥oR CONTINGED RETENTION, iSO anwwf'\JNgw DISPOSITION JNGTRUE TIOMS ;

2 f"iDT'C,&ﬁ';‘ﬂA‘fs-l?_mgoM__ ¢ /\Bd"\/E WHItH RECOANS ARE T0 BE RETAINED. THOSE NoT INMEATED FOR RETENTIop ARE AuTdoZ2D FOR

- '
IFMAEDIATE DESTRUCTION,

LEPARETTL ACE
REVERSE-

S 141




o .—-—&’

THIS PORM IS UaED TO SAFEGUARD FROM INADVIRTENT DESTRUCTION RECORDS THAT ARE INVOLVED IN FREEDOM OF INFORMATION A T._DR

PRIVACY ACT REQUESTS, LITIGATIGN, GR MATTERS UNDER INVESTIGATION BY THE DEPARTMENT OF JOSTICE OR CONGRESS, IT B“ FILED

- IN THE FRONT OF A FOLDER TO LIST ALL DOCUMENTS IN THE FOLDER RELATED TO A SPECIFIC REIVEST (one form for each request), CR AS A
A SINGLE ATTACHMENT TO EACH INDIVIDUAL DOCU¥MENT. IT MDS T NOT BE RFMOVED FROM THE DOCUMENT OR FOLDER UNTIL THE RECORD SERIES
IS DUE FOR DESTRUCTION IN ACCORDANCE WITH AFPROVED RECORDS CONTROL SCHEDULES AT WHICH TIME DISPOSITION OF FLAGGED RECOHDS

WILL BE CHECKED WITH THE COMPONENT RECORDS MANAGEMENT OFFICER AND OTHER AUTHORITIES AND WILL,'BX DEPENDENT ON THE STATUS OF
EACH REQUEST,

o P

TYPE OF REGUEST

PRIVACY ACT - COXGRESSIONAL Imsﬂ_i@;p"zs ‘ © {OTHER (3pecify)
FOIA e ) DEPT, OF JUSTICE INVESTIGATTCNS

! LITIGATION M-\NDATORY CLASSIFICATION REVIES __ « I .

{ RECUESTER REQUEST KO,

j .

SUBJECT OF REGUEST |DATE OF REQUEST |

e e

OCUMENTS SUBJECT T0 REAUEST ~ INCLUD FILE NO., STMBOL, DATE AND SUBJEGT (Attach additional sheets if mecessary]

Y
1

e Y e g e et Ty . B T~ . A gy e

;. REMARKS (if applicable)

“DATE OF COMPONENT RESPONSE o Dm: APPEALED (if anplica.Lle)
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14 March 1977

MEMORANDUM FOR: Chief, Regulations Control Branch

FROM :
STAT l‘tﬁTﬁfT‘REEﬁTHB Administration Branch

STAT SUBJECT : CIA Records Destruction Policy

STAT Attached is CIA Records Destruction Policy,

which is ready for formal coordination. Members of RAB
have discussed the notice with OGC and the Directorate

RMO's and have incorporated their suggestions.

/Y

Attachment: a/s

Distribution:
- Orig - Adse w/att
1 - RAB Subj. w/att
1 - RAB Chrono w/o att
Attachment - AI/DDA

DDA/ISAS/RAB/JLB (14 Mar. 77)
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This Notice Is Currc,m “Until Rescinded [y )/7/)4/( /7 717

RECORDS AND CORRESPONDENCE STA

CTA RECORDS DESTRUCTION POLICY

Rescission: dated 7 September 1976

j 1. This notice informs each CIA employcesof the current = —
' requirements that must be met before Agency records legally can be
/ destroyed. The requirements are outlined below, and procedures are
presented in paragraph 2.

a. Federal records may not be destroyed without
prior authorization by the Archivist of the United States.
The Archivist authorizes destruction by signing Standard
Form 115, Request for Records Disposition Authority, which
identifies series of related records and specifies the
time for their destruction. Within the Agency,CIA Form 139,
Records Control Schedule, which includes additional detail,
is used to implement the dispositions approved on SF 115.

b. Currently, copies of SF 115 and,GIA Form 139 are
reviewed and cleared by the Senate Select Committee on
Intelligence and the House Select Committee on Assassi-
nations. Procedures are also being negotiated through the
Legislative Counsel for these committees to inspect
selected CIA records prior to their destruction. (For
informational purposes, copies of these forms are also
provided to the Government Information and Individual
Rights Subcommittee of the House Committee on Government
Operations.)

c. Other considerations are of equal importance in
deciding whether or not to destroy CIA records. These
considerations include legislation such as the Freedom

~of Information Act and the Privacy Act, litigation such
as Federal antitrust suits and personal lawsuits, and
matters under investigation by the Department of Justice.
Although records subject to legal or investigative
requirements are identified when a requirement arises,

it 1s necessary to ensure that they are not inadvertently
destroyed. Therefore, before destroying any Agency
records, whether on paper, magnetic tape, film, or other
recording media, it must be determined that there are no
pending legal or investigative requlrements for the
records.

5 ec p(/vm/(’ﬁ{' émbmu%/ﬂ[ ”‘V ReB Mav 77 ‘97'\"“ »gve“['

S
;é‘o vl | l (orr /{ ATV
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}'3'7-5'51_/'«"

2. The GIA Records Management Officer (Chief, Information Systems
Analysis Staff, DDA), in coordination with other Agency officials, 1is
responsible for ensuring that CIA records are properly maintained and
destroyed in accordance with the above requirements. To ensure compliance,
the following steps must be taken.

a. Before destroying any records, each employee must

consult the Component Records Managemént Officer (RM)) and

the custodian of the records to verify that the records .

are scheduled for immediate destruction on an approved Forrn 29,
Records Control Schedule. If the rquxgﬁiq;eﬁggtﬂsgheﬂq;gd&VFWd;_
_for immediate destruction, ag SF 1155réqéeé£ing_di'iiﬁétibh_ S
-authority-must be submitted to the Archivist of the United

States by the Agency RMO.

b. It also must be determined that the records are
not related to litigation or possible litigation, to
matters under investigation by the Department of Justice,
or to Freedom of Information Act or Privacy Act requests
to the Agency. For records in the office, an initial
determination will be made on the basis of information
provided by the General Counsel to the Zomponent RMD
through the Agency and Pirectorate RMO's, If the initial
Teview raises any question as to actual or potential
legal or investigative requirements for the records,
authority to destroy them must be obtained by routing
Form 141c, Request for Authorization to Destroy Records
in Office, through the custodian and the fomponent and

/ Pirectorate RMO's to the Records Administration Branch,
ISAS. The Agency RMO will obtain the concurrence of the
General Counsel prior to approving the actual destruction
of the records.

c. For all records deposited in the Agency Archives
and Records Center, Form 141b, Request for Authorization
to Destroy Records in Records Center, will be routed
through the same approval chanmnels.

§

d. Extra copies of documents preserved only for
convenience of reference or for distribution stocks
of publications may be destroyed when no longer needed.

3. Questions on implementing this policy should be directed to
your Component Records Management Officer.

E. H. Knoche

Deputy Director of Central Intelligence
Attachments:
1. Form 141b
2. Form 141¢

- DISTRBpiprooed For Relepse3002/08/15 : CIA-RDP86-00895R000100010049-0
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REQUEST FOR AUTHORIZATION I+ PISFOSITION JOR NG (Assigned by ARC]
TO DESTROY RECORDS IN RECORDS CENTER

TQ : Chief, Information Systems Analysis Staff, DDA FROM:

THRU: Component Records Management Officer Archives and Records
Directorate Records Management Officer Center, ISAS/DDA
Records Administration Branch, ISAS/DDA 2. DATE PREPARED
Office of General Counsel

THE RECORDS IDENTIFIED BELOW ARE SCHEDULED FOR IMMEDIATE DESTRUCTION. AUTH-
ORIZATION IS REQUESTED TO DESTROY THE RECORDS AS SCHEDULED. IF AUTHORIZATION
IS DENIED, REVISED DISPOSITION INSTRUCTIONS MUST BE PROVIDED TO RAB AND NARS.

IDENTIFICATION OF RECORDS

3. OFFICE 4. SCHEDULE NO, 5. ITEM NUMBER 6. ACCESSION JOB NO, 7. BOX NUMBERS

8. COMPONENT RMO WILL ATTACH A COPY OF FORM 140 AND 140A. IF FORM 140A "'SHELF LIST' 1S NOT AVAILABLE THEN FPROVIDE A
DETAILED DESCRIPTION OF THE RECORDS

T .
\Q . [ conTiNuED 0N REVERSE

CONCUR/ APPROVED - Ca ] e
YES NO* AUTHORIZATION TO D%’ oY RECORDS
9. TIPED NAME AND SIGNATURE OF CUSTOD OoF RECORDS\) EXTENSION DATE
10 TYPED NAME AND NATURE OF COMPONENT RECORDS MANAGEMEN T EXTENSION . DATE
*OFFICER
~
1", f%NAME AND SIGNATURE OF DIRECTORATE RECORDS MANAGEMENT EXTENSION DATE
= o
12.TvPED NAME AND SIGNATURE OF GENERAL COUNSEL REPRESENTATIVE EXTENSION DATE
13, TYPED NAME AND SIGNATURE OF CHIEF, INFORMATION SYSTEMS ANALYS5!S STAFF DATE
§

- v wrmcm - ra

14,*PROVIDE REASON FOR DENIAL. ALSO PROVIDE NEW DISPOSITION INSTRUCTIONS

[ conTinuED ON REVERSE

FOR RECORDS CENTER USE ONLY

DESTROYED REMARKS

PARTIAL JOB (Box Nos.)

COMFLETE JOB

CHIEF, DISFOSITION SECTION, ARC DATE

Form 141 Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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. RECORDS AND CORRESPONDENCE

CIA RECORDS DESTRUCTION POLICY

Rescission: dated 7 September 1976

1. This notice informs each CIA employee of the current
requirements that must be fulfilled before Agency records legally can
be destroyed. The requirements are outlined below and summarized in
paragraph 5.

2. The basic legal requirement for the destruction of Federal
records is the prior approval of the Archivist of the United States.
This approval is obtained by submitting to the Archivist Standard
Form 115, Request for Records Disposition Authority, which identifies
series of related records and requests approval to destroy each record
series immediately or after a specified period of time. Within CIA
Form 139, Records Control Schedule, which is a more detailed version
of SF 115, is used t6 implement the approved dispositions. '

3. Although the Records Control Schedule reflects the basic
authorization to destroy Federal records, other factors bear equally
on the decision to destroy CIA records. These factors include
legislation such as the Freedom of Information Act and the Privacy
Act, litigation such as Federal antitrust suits and personal lawsuits,
and matters under investigation by the Department of Justice. Records
subject to these factors are identified when a requirement arises;
however, it is necessary to insure that records subject to these
requirements are not inadvertently destroyed. Therefore, before
destroying any Agency records, whether on paper, magnetic tape, film,
or other recording media, a determination must be made that there are
no pending legal or investigative requirements for the records.

4. The CIA Records Management Officer (Chief, Information
Systems Analysis Staff, DDA), in coordination with other Agency officials,
is responsible for ensuring that CIA records are properly maintained
and destroyed in accordance with the above requirements. To ensure
compliance with these requirements before destroying any records, each
employee must consult the component Records Management Officer (RMD)
to determine that the records are scheduled for immediate destruction
on an approved Records Control Schedule, and based on information
provided by the General Counsel through the CIA RMO and Directorate RMO,
that they are not subject to pending legal or investigative requirements.
If the records are not covered by an approved records control schedule,
or if they are covered but not scheduled for immediate destruction,

a SF 115 must be submitted to the Archivist of the United States by the
Agency RM0. If it is determined that the records may be subject to
pending legal or investigative requirements, the proposed destruction
must be submitted through the Directorate RMO to the Agency RMO for
concurrence by the General Counsel prior to destruction. The procedure
for obtaining this clearance is in paragraph 5c, below.

Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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STAT

5. In sumary, CIA policy requires that the following approval
and clearance authorizations be obtained before any records are
destroyed:

a. The Archivist of the United States must approve
SF 115, Request for Records Disposition Authority,
authorizing destruction of the records.

b. Currently, copies of SF 115 and Form 139,
Records Control Schedule, are reviewed and cleared by
the Senate Select Committee on Intelligence and the
House Select Committee on Assassinations. Procedures
are also being negotiated through the Legislative
Counsel for these committees to inspect CIA records
prior to their destruction. (For informational
purposes, copies of these forms are also provided
to the Government Information and Individual Rights
Subcommittee of the House Committee on Government
Operations.)

c. A determination must be made that the records
are not related to litigation or possible litigation,
to matters under investigation by the Department of
Justice, or to Freedom of Information Act or Privacy
Act requests to the Agency. For all records deposited
in the Agency Archives and Records Center, this
determination will be obtained by routing Form 141b,
Request for Authorization to Destroy Records in Records
Center, through the Component and Directorate RMO's to
the Records Administration Branch, ISAS. The Agency
Records Management Officer will obtain the concurrence
of the General Counsel prior to approving the actual
destruction of the records. For records in the office
which raise any question as to actual or potential legal
or investigative requirements, a similar clearance
procedure will be followed, using Form 141c, Request
for Authorization to Destroy Records in Office.

d. Extra copies of documents preserved only for
convenience of reference or for distribution stocks of
publications may be destroyed when no longer needed.

0. Questions on the implementation of this policy should be
directed to your component Records Management Officer.

E. H. Knoche
Deputy Director of Central Intelligence

DISTRIBUTION: ALL EMPLOYEES
Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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- " REQUESFFRR A REMISATION08/5 : CIA-RDP86-D0BYSRE00T0001 00456+ & 7T/
.10 DESTROY RECORDS IN RECORDS CENTER

TO : Chief, Information Systems Analysis Staff, DDA FROM:

THRU: Component Records Management Officer Archives and Records
Directorate Records Management Officer Center, ISAS/DDA
Records Administration Branch, 1ISAS/DDA 2. DATE PREFARED

Office of General Counsel

THE RECORDS IDENTIFIED BELOW ARE SCHEDULED FOR IMMEDIATE DESTRUCTION. AUTH-
ORIZATION IS REQUESTED TO DESTROY THE RECORDS AS SCHEDULED. IF AUTHORIZATION
15 DENIED, REVISED DISPOSITION INSTRUCTIONS MUST BE PROVIDED TO RAR AND NARS.

IDENTIFICATION OF RECORDS

3. OFFICE 4. 3CHEDULE NGQ. 5. ITEM NUMBER 6. ACCESSION JOB NO. 7, BOX NUMBERS

8. COMPONENT RMO WILL ATTACH A COPY OF FORM 140 AND 140A, IF FORM 140A “"SHELF LIST" IS NOT AVAILABLE THEN PROVIDE A
DETAILED DESCRIPTION OF THE RECORDS

D CONTINUED ON REVERSE

COMNCUR/ APPROVED
v es No* AUTHORIZATION TO DESTROY RECORDS
9. TYPED NAME AND SIGNATURE OF COMPONENT RECORDS MANAGEMENT EXTENSION DATE
OFFICER
10. TYPED NAME AND SIGNATURE OF DIRECTORATE RECORDS MANAGEMENT EXTENSION DATE
OFFICER
11. TYPED NAME AND SIGNATURE OF GENMERAL COUNSEL REPRESENTATIVE EXTENSION DATE
12. TYPED NAME AND SIGNATURE OF CHIEF, INFORMATION SYSTEMS ANALYSIS STAFFE DATE

13. *PROVIDE REASON FOR DENIAL. ALSO PROVIDE NEW DISPOSITION INSTRULCTIONS

[] conTinueDp on rReEVERSE

FOR RECORDS CENTER WUSE ONLY

DESTROY ED REMARKS
PARTIAL 108 (Box Nos.)
COMPLETE JOB
CHIEF, DISPOSITION SECTION, ARG DATE
‘Form 141b Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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PROPOSED INSTRUCTIONS AND FLOW OF FORMS 141B and 141C IN CONJUNCTION

WITH PROPOSED ""CIA RECORDS DESTRUCTION POLICY™

FORM 141B - REQUEST FOR AUTHORIZATION TO DESTROY

RECORDS IN RECORDS CENTER--4 part set

When due date for destruction arrives, the
Records Center, using the tickler copy of

Form 140 '"Records Retirement Request' will
complete items 1 through 7 on Form 141B.

Retain copy 4 as suspense and forward remaining
copies to the appropriate Component/Directorate
Records Management Officer.

Component/Directorate Records Management Officer
will forward the form to the custodian of these
particular records.

The custodian of the records will attach a copy

of the Form 140 "Records Retirement Request'

and Form 140A "Records Shelf List" for these
particular records and return to the Component
Records Management Officer. NOTE: If a Form

140A ""Records Shelf List" has not been prepared,

the custodian of the records must provide a detailed
list of the records before returning the forms

to the Component Records Management Officer.

The Component Records Management Officer will
review the forms for completeness and attachments,
concur/nonconcur, sign and date in appropriate
box and forward to the Directorate Records
Management Officer.

FORM 141C - REQUEST FOR AUTHORIZATION TO DESTRQY

RECORDS IN OFFICE--3 part set

Before destroying any records in the office
area, each custodian of records must consult
with the Component Records Management Officer
to determine that the records are covered by
an approved Records Control Schedule and that
they are not subject to pending legal or
investigative requirements, based on informa-
tion provided by the General Counmsel through
the CIA RMO and Directorate RMO. If there

is no question that the records can be
destroyed without further approval, the
destruction may take place within the office
area.

If there is any question whether the records
should be destroyed, the custodian of the
records must complete Form 141C ''Request for
authorization to destroy records in office"
using the current records control schedule.
Complete items 2 through 9, providing a
complete detailed description, disposition
instructions and 1isting of the records in
question; retain copy 3 and forward remaining
copies to Component RMO.

Component Records Management Officer will
review the form for completeness, concur/
nonconcur, sign and date in appropriate
box and forward to the Directorate Records
Management Officer.

Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0




‘Form 141B {Continued)

5. Directorate Records Management Officer will
concur/nonconcur, sign and date in
appropriate box and forward set to RAB.

6. RAB will forward to appropriate contact in
0GC, and will do follow-up.

7. Office of General Counsel will review the
form and the attachments for possible legal
implications. After review, OGC representative
will concur/nonconcur, sign and date in
appropriate box, and return to Chief,
Information Systems Analysis Staff for
approval or denial.

8. C/ISAS will sign and date in appropriate
box, and regardless of approval or denial,
will disseminate copies to:

Copy 1 - Records Center (Record Copy)
will be attached to permanent
copy of Form 140

Copy 2 - RAB (attach to current schedule)
Info

Copy 3 - Component RMO.

Form 141C (Continued}

4.

Directorate Records Management Officer will
concur/nonconcur, sign and date in
appropriate box and forward set to RAB.

RAB will forward to appropriate contact in
0OGC, and will do follow-=up.

Office of General Counsel will review the

form and the attachments for possible legal
implications. After review, OGC representative
will concur/nonconcur, sign and date in
appropriate box, and return to Chief,
Information Systems Analysis Staff for

approval or denial.

C/ISAS will sign and date in appropriate
box, and regardless of approval or denial,
will disseminate copies to:

Copy 1 - RAB (Record Copy)
attached to Records Control Schedule

Copy 2 - Component RMO

NOTE: If Custodian, Component/Directorate RMO or OGC nonconcurs in destruction of these records

(in total or in part) item 13 must be completed.

Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010049-0
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